
Contractor View

WebCM

•Assumptions
–The Contractor has registered with 
PrimeContract (See next slide for details) 
–The Contractor has basic computer skills 
–For more detailed information the Contractor 
should refer to the Contractors manual which will 
be made available by the Government in 
electronic form
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How to register

Use this link.  Do not use the Register as  a  New User on the main login page.  
https://app.primecontract.com/app/nsua/contractorregistration?UAusername=coop
erwg&orgId=4425 This new link makes it easier for the Government to invite 
you to your projects.
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Login
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Contractor Project view

The main 
Contractor view
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Project Main Page – Items not 
usable by Contractors

These do not 
function for 
Contractors
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Workflow Process

Folders with 
arrows have 
workflows.  
Other are 
electronic 

filing 
locations.
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Add Multiple files
This portion will demonstrate 

uploading multiple files.  
Click on Add Files.
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Click on the radio button to the left 
of Add Multiple Files.



Contractor View

Click on the Next  >> button
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Click on the Yes button
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This screen will appear when the system is 
functioning properly.  If the screen locks up 

in this view contact your Government 
counterpart for assistance. 
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You can now begin to select files.  Click 
on the Browse My Computer Button.
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Once the files are selected click on the 
Add Files button.
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Your files have been uploaded.  
Click on the OK button.
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Multiple Photo upload complete
When files are uploaded you will see 

them on the page where you first 
selected Add files
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Add Single Photos

This portion will demonstrate 
uploading Single files.  

Click on Add Files.
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Click on the radio button to the left of Add 
Single Drawing or Add Single Drawing.  Is is 
essential to upload files with extensions like 

bmp, jpg, gif or dwg as drawings to be able to 
modify them with PrimeContract's Brava 

viewer.  For this demo the radio button will be 
on the Add Single Drawing option.
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Click on the Browse button to locate the file on 
your computer.
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The file is now identified.  Fill in the name and 
description boxes. Leave the Categories and 

Create in boxes as is.
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When all boxes are complete, click on Add item.
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When the files are uploaded you will 
see them listed in the page where you 

first selected Add Files.  
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Create a new folder

This will demonstrate how to build new 
folders.  Click on Create new folder
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Provide a new folder name and a description of 
what the folder will hold.  You do not need to 
edit the Categories or Create In blocks.
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Once the name and description are 
filled in, click on Add item.
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Your Folder is now ready for use.
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Alerts
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Setting System Alerts
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Click on modify interests to set 
an alert for when a workflow 
assignment (a task) is assigned to 
you.
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Click on modify Settings generate 
a Report to notify you of the 
interest you selected at various 
time intervals.
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Alert notification delivery
1) Name your report

2) Click on Enable email and 
fill in your email address

3) Select 
time for 
notification: 
Times are 
GMT (GMT 
+ 6 = EST)

4) When ready click on submit.
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Click to view links to the tasks

Sample Email
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Select a task or item to open
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You will be asked to log into WebCM
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You have been taken to the workflow or 
item in question 
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Set alert on Folder 

Click on I under INFO to the 
left of  Correspondence.
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Click on I for Correspondence 
to Contractor
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Select a report name for each possible Notify me when possibility.  (My report name is Every Hour)  Hit submit.

Click on Set Notification
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Select a report name for each 
possible Notify me when 
possibility.  (Sample report 
name is Every Hour)  Hit 
submit.
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2.1  Production Report 
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Production Report Workflow
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Click on Daily Reports
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Click on 2.1 Production Report
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Production Report FormFirst thing to do is to add 5 
additional rows to the 
Work Performed section 
and 9 additional rows to 
the Safety, 
Material/Equipment 
Received, Equipment 
Used, and Remarks 
sections.  Then save form.
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Copy Web Address

Right click in the address 
box and copy address for 
the  Project’s Production 
report form 
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Off line Excel Spreadsheet

Open the Excel 
Spreadsheet offline form 
for the Production Report
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Click on “Enable Macros” button (note if the window does 
not appear, you will need to select Tools, Marco, Security 
and select Medium
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Sample of Work performance for one 
Contractor, each contractor should fill 
out their own work on a separate excel 
spreadsheet and e-mail it back to the 
Prime.
Select Instruction Tab.
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Paste Web Address of form to 
Cell B25 in the instruction 

worksheet

Right click in cell “B25” and paste Address copied previously 
from WebCM project production report form address
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Save Excel spreadsheet for 
project

Save file for project and production 
report – ex: 04D1234TO0001PR
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Send Spreadsheet to sub 
contractors

Send the Excel Spreadsheet to the Sub Contractors for 
their uses.  Require it to be submitted back via e-mail 
daily by **:**am.  (Check their spreadsheet and when 
you agree to the contents, use the import process for 
each sub’s production report.)
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Adding rows to a section 

Add rows to a section in the 
WebCM Production report form 
using the excel spreadsheet.  Change 
number to “9” to add nine rows to 
the work performance section, then 
click add button.

When using the offline form, ensure there are equal to or more row 
in each section in the WebCM production report form than the 
export spreadsheet.  For this example the Work performance 
section would need at least 6 or more rows save in the WebCM
form before using the export of data from this spreadsheet. 
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Saving form after adding rows to 
a section

1. Change radio selection 
to save the current form 
then click submit button.

2. Close this form, go back 
to excel spreadsheet. 
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Adding rows to another section

Add rows to the next section in the 
WebCM Production report form 
using the excel spreadsheet, then 
click add button.  Do this for all the 
sections in the WebCM Production 
Report form so each section has 10 
rows for data on the saved form.
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Saving form again for the added 
rows

1. Change radio selection 
to save the current form 
then click submit button.

2. Close this form, go back to excel 
spreadsheet and do this for all sections. 
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Using of offline forms
• After Excel Spreadsheet  is completed you should save the 

Excel Spreadsheet before using the Export button to export to 
WebCM form.  You must do this before you click on the 
export button or you could damage the form and it will not 
work properly for future input.

• Keep the Excel Spreadsheet open and log into WebCM.
• Ensure there are enough rows in each section of WebCM

internet form to receive rows from exporting Excel 
Spreadsheet.

• Click Export button and open the blinking internet form ASAP.
• When done with the importing to WebCM Form, close the 

spreadsheet.  If you are asked to save changes select No.
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Documenting the daily 
production report Work 

Performance section

Enter work performed using the Definable Feature of 
Work Schedule Activity number from your Approved 
Baseline/Progress Construction Schedule.
Do not break Work Location and Description contents 
for a SA# into multiple cells, the WebCM internet 
form will expand to the contents of the offline cells 
information.
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Documenting the daily 
production report Safety section
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Documenting the daily 
production report 

Equipment/Material received 
section
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Documenting the daily 
production report Equipment 

used section
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Documenting the daily 
production report Remarks 

section
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Save Excel spreadsheet for 
project

Save file for project and production report 
– ex: 04D1234TO0001PR before doing the 
export to PrimeContract (WebCM).
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Important Instructions to Be Followed 
Before the Form Is Imported

• After form is completed you should save the form.
• If the form will be used again, i.e. this is your template for 

additional forms, you should Save As for your next use.  
You must do this before you click on the export button
or you could damage the form and it will not work 
properly for future input.

• You can then import the form.   
• When done with the import close the spreadsheet.  If you 

are asked to save changes select No.
• Ensure there are enough rows in each section of WebCM

internet to receive rows from exporting Excel Spreadsheet.
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Login to PrimeContract
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Export the completed production 
report off line excel spreadsheet 

Open blinking form1. Click on Export 
button, then 
immediately click 
on blinking 
internet form

2. Open blinking internet 
form right away
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Quirks of import process, Java 
Code does not execute Need to add report date 

and change the hours by 
changing the 6 to 7, 
then clicking in another 
block, then changing 
the 7 back to 6 and 
clicking in another 
block

Quirk of the import process and the steps needed to fix WebCM
internet form before clicking on the “Submit” button at bottom 
of this form
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Submit form to initial step in 
workflow

When form is ready click on 
submit button.  
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Initiate screen

After the Production Report Form is completed, atttachments save to 
this workflow and comments entered, select “Initiate” button.

This is used to rename the Production Report before initiating 
the workflow (Do not change the name unless directed by 
Contracting Officer).  This description is what will show up on 
alerts etc.

Add attachment for this Production Report before 
initiating the workflow 

Add comments for this Production Report before 
initiating the workflow 

Display Production Report form in Read Only – This is what the 
Government will view.  If Changes are needed, initiate the 
workflow and inform Government official to return form.
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Adding an attachment to 
workflow package

All workflows use the same process to add files
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Select file from computer

After selecting the file(s), select the “Add Item” button
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Added file
Added file(s) should be listed in the workflow when 
attachments link is chosen
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Adding comments (similar to 
post it-not a permanent record in 

workflow package)

All workflows use the same comment function. Add 
comments similar to a sticky note (Post-It) here.

Attach a Word Document if the comment needs to be part of the official 
contract records or if you need comments to be searchable via PrimeContract
Search engine.
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Gov’t receive task (similar for 
contractor)

Your tasking will be listed in a box similar 
to this.  You can also view your task via 
your Personal view
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Gov’t action for production 
report

Government QA receives this “view only” of the Production Report.  Verify 
information sent from the Contractor in this form.

Use this button to return the Production 
Report to the Contractor to revise and re-
submit this report form and/or attachments.

Use this button when the Production report is 
accepted with no disagreement on the contents 
in the form and attachments.

Use this button when the Production report is 
acknowledged, but there is disagreement on the contents 
in the form and/or attachments.

Use “Send for Review” when applicable:
If your office require others to review before filing.
If there are attachments for the SME (subject matter expert).
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Contractor action for task (revise 
and resubmit)

Contractor tasking will be listed similar to 
this.  This task indicates to review and 
revise the Production Report.

This is the Contractor view of a task to Review and Revise the Production Report 
when the Government QA returns a Production Report.  Selecting the task will 
open the Production Report.
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Production ReportYou can also do the form 
online 
select date for Report
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Note report date differs from date 
created Note report date differs from 

date created
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Please fill in all blocks.  Note:  
Blocks with an * are required
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To add a row click on the 
plus sign under row.

Please fill in blocks as needed.  
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Please fill in all blocks.  Note:  
Blocks with an * are required
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Please fill in blocks as 
needed.  
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submit

When form is ready click on 
submit button.  
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Attachments and comments can now be 
added.  When ready, click in the Initiate 
button.
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Last Slide

The Production Report now goes straight to 
the Engineering Technician (ET).  If changes 
are required the Contractor will be notified via  
task that a change has been requested.
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Use of offline forms
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Available Forms

• Production Report
• QC Report
• Initial Inspection Report
• Preparatory Inspection Report
• RFI Form
• Submittal log – Not a workflow process
• Invoice (Schedule of Prices, Estimate for 

Voucher) – Not a workflow process
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Sample Production Report

When you open the form you should see this box.  You need to 
click on Enable Macros for the form to perform properly.
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If you do not see the box, you need to modify your settings in 
Excel as follows .

1 – Tools/Macros/Security 2 - Select Medium
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Questions

• For additional information feel free to 
contact Miles Kutara at 471-2222 x266

• PrimeContract help desk is 603-227-7227.  
Their hours are 8 a.m. - 8 p.m. ET; Monday 
thru Friday.  No cost to use the trouble desk
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